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To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
 
· Career Objective
      With the past working experience, I am looking forward for a challenging career opportunity where my related experiences can be utilized, applied and be part of progressive and highly dynamic organization and be able to share my skills and abilities in  promoting excellence and quality service with said organization. Kindly review my background I am available for an interview for your convenient time and schedule.

· Personal & Professional Profile

· Eight  Years  Professional Experience in the field of procurement/Logistics Execution, Accounting, Cashier, Administration and  Sales Co-ordinater , Van Sales Operation in HHC  in U.A.E

· The key areas are maintaining Accounts under computerized (SAP) and manual environments, invoicing, maintaining, Accounts Receivable/payable Ledgers, banking, cash & fund flow statements, inventory control, import documentation.

· Good Knowledge in Computer Ms-office, Excel, Power Pont PageMaker and good knowledge in Computer Hardware and Net Working.
· Bachelors of Commerce ( B.Com )
· Have Good Speed in Typewriting English and Malayalam ( 80 p.m ) 
· Dubai Driving License  ( Light Vehicle )

· Professional Experiences

· Son’s Dubai 

One of the Most Famous FMCG CO, established in 21 Countries, Having Operations in Middle East, Far East, Europe, Africa and America 
Period 
  : June 2008 -Till Date

Activities        :  Accountant cum Administrator
· Maintains Accounts Receivable ( SAP Software )
· Bank Reconciliation
· Receive and Verify invoices and requisitions for goods and services

· Prepare , verify and process invoices and coding payment documents

· Prepared Vouchers , invoices , checks , accounts Statements 

· Cash collection from sales team.

· Processing PDC checks and depositing of current cheques to the bank

· Rebate and Rent clearing

· Chasing and follow-ups for payment
· Managing the data entry within the ERP system (SAP )

· Receipt entry against cheque and Cash (SAP Software ) 
· Month end Reconciliation for Profit and Lose Summery
·   HHC Coordinator 
·  Handling HHC in Van Sales operations  ( Data Capture of Sales organization, Inventory Management, Customer Promotion setting, Price setting, )
·  Renewal of all vehicle registration

·   Month end procedure all reports and van stock  

·   Co-ordination with sales team co-packers and customers
· Sales Co-ordinator (Dec 2005-2008 )
· Checking Invoices for whole sale Customers

· Making document report and pick list for Delivery

· Checking LPO prices for Regular Customer & informing price changes to the sales man
· Preparing & Processing Debit notes and Credit Notes.

· Reporting daily sales to manger

·  Co-ordinate to obtain necessary documents such as acceptance form, trade license, security

deposit etc. from clients to start/supply service.

· Sales report Preparing (Daily/Monthly/Quarterly/Yearly)

· Business performance Report-Outlet wise (monthly/Quarterly/Yearly)

· Monitoring the credit limit of each customer approved by the management to track on the crossing of the credit barrier and ageing before making new orders

· Giving the more priority of overdue payments and arranging for the collection 
· 2.  Computer Division in charge/ Data enty Operator
                            (Retail outlet) –Nov 2004 to May 2005
Responsibilities

·  Preparing of Goods Receipt Notes & Purchase Returns, L.P.A & L.P.O’s  etc

·  Processing the pricing of the products.

·  Reporting inventory Details to Store Manager

·  Generating Local Purchase Orders & goods receiving note.

·  Purchase reporting to the Local Purchase Dept. Head.

·  Preparing Credit Customer Statement.

·  Handling Internet Service.

·  Responsibility undertaking for the Physical stock counting and preparing the stock variance report.



	· Geojit Financial Service kerala ,india  

    Period 
     : Dec 2002- Oct 2004

    Designation    : Accounts Assistant/Terminal Operator 

· Petty cash and bank book handling

· Processing of payments

· Follow up with the customer for sale 
· Relationship building and ensure smooth relationship between customers and company

· Educational Qualifications

·  Bachelors of Commerce (B.Com ) from University of Calicut in India. 

·  Ministry Approved Certificate in Logistics and Supply Chain Management  from

Emirates Education Centre in Dubai.

· Computer Skills

·  Post Graduate Diploma in Computer Applications (PGDCA)

·  Platform familiar with:   windows 98, 2000, XP, Windows NT

·  Programming languages: C, C++, Visual Basics, Java, Oracle

·  Ms Office Word, Excel    

· Additional Qualifications:

          English Higher Typing certificate (Kerala Govt.)

          National Stock Exchange certificate (NSE’s)
· Personal Identity  

          Date of Birth



:
20th May 1979
          Nationality



:
Indian

          Marital Status



:
Married
          Language Proficiency

:
English, Hindi, Malayalam

          Visa Status



:
Employment

· References             

Will be readily furnished on request
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